A study of the effectiveness of the training of the 1956-1959 Saint Mary High School business graduates, with implications for curriculum revision by Flynn, Elinor Rose
Boston University
OpenBU http://open.bu.edu
Theses & Dissertations Dissertations and Theses (pre-1964)
1963
A study of the effectiveness of the
training of the 1956-1959 Saint
Mary High School business
graduates, with implications for
curriculum revision
https://hdl.handle.net/2144/29117
Boston University
BOSTON UNIVERSITY 
SCHOOL OF EDUCATION 
Thesis 
A STUDY OF THE EFFECTIVENESS 
OF THE TRAINING 
OF THE 1956-1959 SAINT MARY HIGH SCHOOL 
BUSINESS GRADUATES , WITH IMPLICATIONS 
FOR CURRICULUM REVISION 
Submitted by 
Sister Elinor Rose Flynn 
A. B. , Emmanuel College , 1957 
In partial fulfillment of the requirements for the 
degree of Master of Education 
1963 
First Reader: Lester I. Sluder, Associate Professor 
of Business Education 
Second Reader: Dr. Mabel s . Noall, Professor of 
Education 
ii 
BOSTON UNIVERSITY LIBRARIES 
Sincere appreciation is expressed 
to Professor Lester I. Sluder for his 
kind assistance and valuable guidance 
in this study. 
iii 
CHAPTER 
I 
TABLE OF CONTENTS 
INTRODUCTION . . . . . . . . 
Statement of the Problem 
Analysis of the Problem •. . . 
. . . 
. . . 
. . . . . . 
Justification of the Problem . . . 
Delimitation of the Problem • • . . . . . . 
Organization into Chapters 
II REVIEW OF RELATED LITERATURE 
III METHODS OF PROCEDURE • • • • • 
. . . . . . . . 
. . . . . . . . 
. . . . . . . . 
IV ANALYSIS AND INTERPRETATION OF THE DATA 
V SUMMARY OF FINDINGS • . • . . • • 
Recommendations . . . . . . . . . . 
• • • 
. . . . 
• • • • 
BIBLIOGRAPHY . . . . . . . . . . . . . 
APPENDIX •• . . . . . . 
Letter of Transmittal . 
Check list • • • • • • 
. . . 
. . 
. . . . . 
. . . . . . . 
. . 
PAGE 
1 
1 
1 
2 
6 
6 
7 
13 
15 
39 
43 
45 
46 
46 
47 
Follow-up Letter • • • . . • • • . • • • • 50 
iv 
LIST OF TABLES 
TABLE PAGE 
I USABLE RETURNS BY CLASSES 15 
II SCHOOLS ATTENDED FULL TIME BY GRADUATES 
AFTER GRADUATION 16 
III EMPLOYMENT STATUS OF THE GRADUATES AT TIME 
OF THIS STUDY 17 
IV SOURCES THROUGH WHICH THE BUSINESS EDUCATION 
GRADUATES SECURED THEIR FIRST POSITIONS 18 
V TYPES OF ~~PLOYMENT TESTS GIVEN AT TIME OF 
FIRST POSITION 19 
VI TITLES OF GRADUATES FIRST FULL-TIME POSITIONS 21 
VII TYPES OF BUSINESSES WHERE GRADUATES WERE 
EMPLOYED ON FIRST POSITIONS 22 
VIII BEGINNING SALARIES OF BUSINESS EDUCATION 
GRADUATES 23 
IX SALARY OF GRADUATES REPORTING WAGES AT TIME 
OF STUDY 24 
X KINDS OF MANUAL TYPEWRITERS USED BY THE 
GRADUATES 25 
XI KINDS OF ELECTRIC TYPEWRITERS USED BY THE 
GRADUATES 26 
XII TYPEWRITING DUTIES PERFORMED REGULARLY BY 
GRADUATES ON THEIR FIRST POSITION 27 
XIII SPECIFIC DUTIES PERFORMED IN BOOKKEEPING 
ACTIVITIES BY GRADUATES ON FIRST POSITIONS 29 
XIV NUMBER OF GRADUATES USING SHORTHAND SKILL ON 
INITIAL JOB 30 
v 
LIST OF TABLES (continued) 
TABLE PAGE 
XV FILING SYSTEMS USED BY GRADUATES IN FIRST 
POSITIONS 31 
XVI OFFICE DUTIES PERFORMED BY GRADUATES ON FIRST 
JOBS 33 
XVII SUBJECTS OF MOST VALUE TO THE BUSINESS 
EDUCATION GRADUATES 34 
XVIII SUBJECTS WHICH GRADUATES FELT WOULD HAVE BEEN 
HELPFUL HAD THEY TAKEN THEM 36 
vi 
CHAPTER I 
INTRODUCTION 
Statement of the Problem 
The purposes of this study were to make a survey of the 
business experiences of the Saint Mary High School business 
education graduates of the years 1956 through 1959 to deter-
mine whether the present business program meets the business 
requirements, and to obtain information that would be help-
ful in improving the business education program. 
Analysis of the Problem 
In order to obtain the desired information, answers to 
the following subordinate problems were sought: 
1. To determine the number of graduates who received 
education beyond high school 
2. To ascertain the sources through which the 
graduates obtained their first jobs 
3. To determine the nature of their positions 
4. To discover what type of test the graduates took 
to secure their first jobs 
5. To determine the specific duties performed in 
their typing, stenographic, and bookkeeping positions 
6. To find out how many were using electric 
typewriters 
7. To discover the number who used shorthand on their 
first jobs 
8. To discover the subjects which proved to be of 
most benefit to the graduates 
9. To ascertain from graduates' recommendations, the 
improvements that would be helpful in curriculum revision 
Justification of the Problem 
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June, 1959, was the date of the one hundredth graduating 
class from Saint Mary High School, Lawrence, numbering among 
its members many business education students. In the course 
of this century, there have been many changes, both in 
industry and in education. In the history of the city of 
Lawrence, during the one hundred years of our school's 
existence, a decided change in the type of industry has been 
noticed. At one time, Lawrence, with its world-renowned 
woolen mills, was a financial and mercantile center for the 
surrounding towns of Methuen, Andover, and North Andover, 
with the envied title of nTextile Center of the World." A 
general exodus of these companies to the south after World 
War II, because of high taxes, left behind a radical change 
in the type of available work. Lawrence's major industries 
are now concerned with electronics and missiles, with paper, 
plastics, and leather industries making up most of the rest 
of the industries. 
A follow-up study at this time would be useful in 
determining whether the courses offered in the school are 
meeting the changes and demands in industry. 
The needs of business have changed. It is apparent, 
then, that the education or training of people for these 
business occupations must necessarily change. Sherry's1 
idea agrees with this: 
As educators, we are concerned with the 
training and background we are giving our 
students to fit them for the business world 
which they will enter. Will the training be 
adequate? 
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We must take account of a rapidly changing 
business scene and prepare our students for it. 
This means a constant revision of our curriculum 
and a constant interchange of ideas with the 
business community •••• 
The persons connected with the training of the students 
who are to fill the demands of modern industry must keep in 
touch with the up-to-date needs. Hardy2 feels that it is 
the responsibility of the business education teacher: 
••• finally, it is the responsibility of the 
business education teacher to provide a good 
follow-up program in order that the newly-
placed trainees adjust well to their jobs. 
Many strengths and weaknesses could be pointed 
out that would help to further the effective-
ness of the business education department. 
lsherry, Dr. John C., "Education for Automation," 
Systems for Educators, vol. 4, no. 3, January-February, 
1958, p. 4. 
2Hardy, Arthur L., "The Responsibilities of the Busi-
ness Education Department in Guidance," The Balance Sheet, 
vol. 3S, no. 6, February, 1957, p. 252. 
Successful workers in these new industries must come 
from the schools supplying the workers. The value of the 
follow-up towards this success is mentioned by Norris, 
Zeran, and Hatch:l 
Assessing an activity affords one the 
opportunity to determine the value and effective-
ness of that activity. Depending upon the stated 
objectives for the assessment, various criteria 
will be established to serve as guidelines. The 
assessment, when thought through in clear-cut 
fashion, may have many purposes. 
Just as the success of the farmer, the mer-
chant, the professional worker, and the service 
worker is measured in large part by the product 
of his labor, so also may a school determine its 
success by examining its product. Products of 
the school, whether they emerge as graduates 
or dropouts, are encompassed by the term 
"school-leavers." The follow-up study of these 
school-leavers is a means offered for evaluating 
the school's product. 
Surveys by others in this area of the country have 
nearly always brought to light some problem that could 
possibly be solved by curriculum revision. The business 
teacher must be convinced of her obligation to keep in 
touch with modern business practices and the types of 
positions now open to initial workers. Students must have 
the necessary skills to meet the demands of the business 
world. Only with the aid of past graduates can one expect 
to be able to determine the changes which should take 
place. 
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1Norris, Willa, Zeran, Franklin R., and Hatch, Raymond 
N., The Information Service in Guidance, Rand McNally & 
Company, Chicago, 1960, p. 302. 
McNerney1 agrees with this theory when he states: 
The administrative organization of the school 
for tomorrow must include a plan for efficiently 
guiding pupils toward those specialties in which 
they can find satisfying work experience •••• 
Growth, as measured in life, is a continuing 
process. No one generation alone can provide 
the strength that is necessary to accept the 
responsibilities that come with the continuous 
expansion of the democratic concept of freedom. 
In a democracy all youth must have the 
opportunity to develop all of their abilities. 
This can occur only through the medium of a good 
educational program in which the necessity for 
continuous curriculum evaluation and advancement 
is recognized as the central problem. The cur-
riculum for yesterday was possibly all right for 
the era in which it was created. But yesterday 
is now a part of the historical record and all 
forward-looking educational personnel must be 
concerned with the curriculum for tomorrow. 
With the knowledge that the technical age of the 
future will provide opportunities for those who can easily 
adapt themselves to new methods demanded by science, 
industry, and government, the business teacher should do 
her best to prepare students to meet these standards. To 
aid the forward-looking school in its planning and cur-
riculum revision, the aid of past graduates, through 
follow-up studies, should prove invaluable. 
lMcNerney, Chester T., The Curriculum, McGraw-Hill 
Book Company, Inc., New York, 1953, pp. 274, 275. 
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Delimitation of the Problem 
This follow-up study was limited to those graduates 
who had completed the business education course at Saint 
Mary High School, in 1956, 1957, 1958, and 1959. There 
were no boys among the graduates. Only those who had 
taken two years of shorthand and typewriting, one year of 
bookkeeping, and one year of office training were included 
in this study. 
No attempt was made to secure information from the 
businessmen in the area as another investigation of busi-
ness opportunities was being made at the time of this 
study. 
Organization into Chapters 
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In reporting the findings of this study, the following 
chapters were developed: Chapter I includes the statement 
of the problem and background of the study. A review of 
literature closely related to this follow-up study is 
reported in Chapter II. The procedures used in carrying 
out the study are related in Chapter III. The analysis 
of the data obtained from the questionnaires are presented 
in Chapter IV. Chapter V contains a summary of the findings 
and recommendations of the study. 
CHAPTER II 
REVIEW OF RELATED LITERATURE 
In an attempt to keep up with the pace set by the 
changes in business, the curriculum offerings are being 
constantly evaluated through research and follow-up 
studies. A review of some of the related follow-up studies 
was made to provide a foundation for this work. 
In the research done by 0'Brien1 of the graduates of 
Dover High School, Dover, New Hampshire, an analyses of 
the 107 responses revealed the following: 
1. High school education was terminal for 74 per 
cent of the graduates; that of the 26 per cent 
who continued their schooling, all but four 
sought additional courses in some phase of 
business education. 
2. Sixty-six, or 62 per cent, of the graduates 
participating in this survey were not required 
to take an employment test to secure their 
first positions, whereas 38 per cent were 
required to take employment tests. 
3. Those who were required to take employment 
tests reported that the most common tests were 
typewriting tests, intelligence or aptitude 
tests, and arithmetic tests. 
4. Forty-nine, or 46 per cent, did not use short-
hand in their work. Of the 43 graduates who 
used it, 29 reported that their high school 
shorthand speed was adequate for their em-
ployers' demands. 
lo'Brien, Louise R.,! Follow-up Study of the 1950-1958 
Business Graduates of Dover, New Hampshire, Master's Thesis, 
Boston University, 1959, pp. ~40. 
5. The filing systems in most frequent use by the 
graduates on their first jobs were the alphabetic, 
used by 80, and the numeric, used by 30 of the 
graduates. 
6. Manual typewriters were used by 95 of the re-
spondents; 24 of the graduates reported having 
operated electric typewriters on their jobs. 
7. Suggestions made by the graduates for the im-
provement of the curriculum indicated the fol-
lowing: A longer and more intensified training 
on business machine operation; more training in 
original composition of business letters with 
special emphasis on business English principles, 
punctuation, and spelling, and a course in 
business arithmetic . 
The 1953 Leone1 study of the graduates of Woodbury High 
School, Salem, New Hampshire , was similar to the O'Brien 
study in many respects . From the replies it was found that 
more than two-thirds of the graduates indicated that they 
were attending schools for further training; and that the 
graduates felt that additional training in business machines 
would be helpful . 
These two follow-up studies revealed that in both towns 
graduates are seeking post-high school education, and that 
a course in office machines should be given. These facts 
are noteworthy because of the proximity of the two towns to 
the city in which this study was conducted, as well as the 
fact that some of the graduates responding to this survey 
reside in these towns. 
1Leone, Jean Phyllis, ! Follow-up Study of Five Classes 
of Graduates of Woodbury ,High School, at Salem, New Hampshire, 
Master's Thesis, Boston University, 1953, pp. 41-45 . 
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Sister Mary Joachim1 conducted a follow-up study in 
which she contacted 290 graduates of Saint John High School, 
North Cambridge, from which contact 270 completed reports 
were received. From the findings related to the work ex-
periences of the graduates, the following summary is presented: 
1. The majority of the graduates indicated that 
they were doing work for which they had been 
trained. 
2. The respondents obtained their first positions 
through the following sources: 40.7 per cent, 
their own efforts; 29.4 per cent, relatives or 
friends; 10.9 per cent, high school; 7.6 per 
cent through other employment agencies; and 
the remainder through business schools, private 
agencies, and civil service. 
3. Forty-six per cent were not required to take 
employment tests in order to secure beginning 
positions. 
4. The intelligence test was the one most fre-
quently given to the applicants for beginning 
positions--typing and transcription tests 
ranked next in order. 
5. The largest percentage found their beginning 
positions in insurance offices. Manufacturing 
concerns employed the next largest number. 
Others found employment in department stores, 
public utilities, professional and banking 
offices. 
6. Typewriting was the most helpful subject for 
72 per cent of the respondents; English, for 
48.8 per cent; bookkeeping, for 37 per cent; 
shorthand, for 34.6 per cent; and business 
arithmetic, 31.8 per cent. 
1sister Mary Joachim McDonald, ! Follow-up Study of the 
1948-1952 Business Department Graduates of Saint John High 
School, North Cambridge, Massachusetts, with Implications for 
Curriculum Revision, Master's Thesis, Boston University, 
1953, PP• 98-100. 
7. One-third of the graduates indicated that a 
course in business machines would have been 
helpful to them. 
$. The majority of the graduates, 60 per cent, 
reported that they had not used their shorthand 
skill; 40 per cent used it at some time. 
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The follow-up study of 105 graduates of Saint Mary High 
School, Waltham, from the 1954-195$ class es was made in 1960 
by Sister Loretto Sexton1 to determine the effectiveness of 
the business education training in an area rapidly changing 
because of technological developments and the relocation of 
industry to the district. Among the findings of the study 
are the following facts: 
1. High school education was terminal for S2, or 
7$ per cent, of the graduates; 23, or 22 per 
cent, of the graduates sought education after 
finishing high school. 
2. Positions were obtained through the following 
sources: personal application, 30 per cent; 
school, 19 per cent; friends and relatives, 
20 per cent; newspaper advertisements and 
business schools, 15 per cent; civil service, 
4 per cent; and the remaining 12 per cent, 
the United States Employment Service and 
commercial employment offices. 
). Forty-three per cent regarded typewriting as 
the high school subject of most value to them 
on the job; 1$ felt bookkeeping was the most 
important subject; shorthand ranked third. 
4. The adding machine was listed by 53 as the 
office machine they had used more than any 
other (except the typewriter). The transcrib-
ing machine was listed most often by 25 girls. 
1sister Loretto Sexton, ! Follow-up Study of the 1954-
195$ Saint Mary High School Business Graduates to Determine 
the Effectiveness of Their Training with Implications for 
Curriculum Revision, Master's Thesis, Boston University, 
1960, pp. 43-47. 
Other machines frequently used were the ditto, 
duplicating machines, mimeograph, and bookkeep-
ing machines. 
5. An intensified office machine course was the 
suggestion offered by 19 graduates as a means 
of improving the business education program. 
Composition at the typewriter and proof reading 
were considered important by 12 graduates. 
Seven girls expressed the belief that poise, 
self-assurance, and self-control would be 
developed through a personality course. 
The study conducted by Sister Marie Therese1 of the 
graduates of Saint Gregory High School, Dorchester, to 
secure a view of the office standards and requirements 
from the workers' standpoint, is included because of the 
similarity of the courses of study offered in the school 
in which the present study is being made. There were 175 
respondents in this study. Pertinent findings from this 
study are: 
1. High school education was terminal for 112, or 
64 per cent, of the graduates; 63, or 36 per 
cent, had post-high school training. 
2. Most obtained their positions through high 
school placement service: From high school, 
80, or 46 per cent; personal application, 45, 
or 26 per cent, of the graduates; relatives 
or friends, 28, or 16 per cent of the gradu-
ates; agencies, newspaper advertisements, and 
civil service, the remainder. 
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1sister Marie Therese Galvin, ! Follow-up Study of the 
1950-1956 Graduates of Saint Gregory High School Business 
Graduates to Determine the Effectiveness of Their Training 
with Implications for Curriculum Revision, Master's Thesis, 
Boston University, 1958, pp. 44-47. 
3. Manual typewriters were used by 146, or 83 per 
cent, of the graduates. Only 17 per cent 
rePorted having used electric typewriters. 
4. All of the graduates felt that a knowledge of 
shorthand was a definite asset to the business 
office, even though only 69, or 40 per cent, 
reported having used shorthand in their initial 
jobs. Sixty-one, or 88 Per cent, of those who 
used shorthand reported that the shorthand 
speed acquired in high school met the require-
ments of their emPloyers . 
5. Since 7~, or 42 per cent, composed their own 
letters, more emphasis should be given to busi-
ness letter writing, sPelling, punctuation, ann 
vocabulary. 
6. An intensified office machine course was the 
suggestion offered by 16 as a means of improving 
the business education Program . Other sugges-
tions included: greater stress in business 
English, particularly for spelling and punctua-
tion; comoosition at the tynewriter; and more 
individual guidance . 
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The related literature in this chapter constitutes the 
findings made by business education teachers in similar 
fields, based on the information they received from on-the-
job graduates . The purpose of each study was to determine 
whether curriculum revision was needed. The quality of 
business education in the high school curriculum is best 
determined by the oroduct and by its develooment in meeting 
the changing needs of business , industry, and science . The 
follow-uo study presents a realistic oicture . 
The methods followed in carrying out this study are 
outlined in the following chapter. 
CHAPTER III 
METHODS OF PROCEDURE 
The following procedures were employed in conducting 
this follow-up study of the 1956-1959 business education 
graduates of Saint Mary High School: 
1. Permission to make this study of the graduates was 
secured from the principal of Saint Mary High School. 
2. Follow-up studies and surveys relative to this 
investigation were reviewed to obtain a background for this 
study. 
3. A list of subordinate problems was compiled in order 
to obtain a clearer idea of the major problems in the study. 
4. A tentative questionnaire was prepared and presented 
to the members of the business education seminar in session 
at Boston University at the time of the study. 
5. A list of the names and addresses of the business 
education graduates from the class lists of 1956-1959 was 
obtained from the permanent records in the high school files. 
6. The questionnaire, revised according to the sugges-
tions of the seminar, and a letter of transmittal were mailed 
to the 178 business education graduates of the 1956-1959 
classes. 
7. A follow-up letter and a second copy of the question-
naire were mailed to the graduates who had not responded after 
four weeks. 
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8. The data received from the graduates were tabulated 
and analyzed. 
9. The summary and recommendations were written on the 
basis of the findings of this study. 
The data are tabulated and analyzed in the following 
chapter. 
CHAPTER IV 
ANALYSIS AND INTERPRETATION OF THE DATA 
The information received from the questionnaires con-
cerning the graduates' work experience is the basis for the 
tables and analyses in this chapter. 
The following table shows by classes the number of 
questionnaires returned by the business education graduates 
of the classes of 1956 through 1959. A total of 17S forms 
were mailed in June, 1960. At the end of July, 13S returns 
had been received, and 14 of these had no work experience 
applicable to this study. The post office returned 11 
envelopes marked "Address Unknown." There were 29 from 
whom no returns were received. 
TABLE I 
USABLE RETURNS BY CLASSES 
Number Number Per Cent of 
Class Sent Out Received Returns 
1956 36 17 47.2 
1957 42 29 69.0 
l95S 3S 30 7S.9 
1959 62 4S 77.4 
Total 17S 124 
TABLE II 
SCHOOLS ATTENDED FULL TIME BY GRADUATES AFTER 
GRADUATION 
Name of Institution 
Merrimack College 
Emmanuel College 
Lawrence General School of Nursing 
Lowell State Teachers College 
Burdett College 
Suffolk University 
Total 
Number in 
Attendance 
13 
4 
3 
2 
1 
1 
24 
16 
As shown in Table II, 24, or 17 per cent, received 
education beyond high school; for 114, or 83 per cent, high 
school education was terminal . The seemingly large number 
at t ended Merrimack College because it is situated locally 
and provides a two-year Secretarial Science program. The 
class of 1957, with nine, ·or 28 per cent, of its members 
continuing their education, had the largest percentage 
attending schools to further their education. 
TABLE III 
EMPLOYMENT STATUS OF THE GRADUATES AT TIME 
OF THIS STUDY 
How Employed 
Working Full Time 
Keeping House 
Attending School Full Time 
Total 
Number 
lll 
3 
10 
124 
17 
Per Cent 
100.0 
As shown in Table III, 11, or 89.5 per cent, of the 
124 respondents were employed full time. Three, or 2.4 per 
cent were married and keeping house; and 10, or 8.1 per 
cent, were attending school full time. It was noted that 
of those working full time, ten were attending school in 
the evenings, and that eight of those going to school full 
time worked part time and gave a report of their part-time 
work. 
TABLE IV 
SOURCES THROUGH WHICH THE BUSINESS EDUCATION 
GRADUATES SECURED THEIR FIRST POSITIONS 
Source Number Per Cent 
High School Business 44 35.4 
Department 
Personal Application 37 29.9 
Relatives or Friends 26 21.0 
Employment Agency 7 5.6 
Newspaper Advertisement 5 4.0 
Civil Service Examination 4 3.2 
Other l .9 
Total 124 100.0 
Table IV shows that the graduates secured their first 
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positions through many sources. The high school was respon-
sible for the placement of 44, or 35.4 per cent, of the 
graduates; 37, or 29.9 per cent, secured positions through 
their own efforts; relatives or friends helped 26, or 21 per 
cent, of the graduates to find employment. Employment 
agencies, newspaper advertisements, Civil Service, and 
recruitment by the Central Intelligence agency, were the 
sources through which the remainder were placed in first 
positions. 
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TABLE V 
TYPES OF EMPLOYMENT TESTS GIVEN AT TIME OF FIRST POSITION 
Per Cent of 
Type of Test Number Returns 
No Test 69 55.6 
Typing 31 25.0 
Intelligence 29 23.4 
General Clerical 14 11.3 
Transcription 12 9.7 
Aptitude and Skill 2 1 .6 
Personality 2 1.6 
Bookkeeping l .9 
Civil Service l . 9 
Table V shows that 69 graduates, or 55.6 per cent, were 
not required to take employment tests in order to secure 
beginning positions. In some cases it was found that the 
companies accepted school marks and recommendations as suf-
ficient data for employment . The reports from 31, or 25 per 
cent, of the graduates shows that the typing test was the one 
most frequently administered . The next test in order of fre-
quency was the intelligence test, with 23.4 per cent taking 
it. A general clerical test was given to 14, or 11 .3 per 
cent, and 12, or 9.7 per cent reported having taken a 
transcription test. Thirty-seven respondents indicated 
that they took more than one test . 
Table VI presents a summary of the titles of the 
positions held by the graduates on their first jobs. The 
replies indicate that of the 124 graduates, 116, or 92.7 
per cent, of the graduates were working in office-type 
positions. Nine, or 7.3 per cent, of the graduates were 
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not employed as office workers. In their initial positions, 
24 graduates, or 19.5 per cent, were employed as clerks; 
18, or 14.5 per cent, as typists; 12, or 9.7 per cent, were 
classified as bookkeepers; 11, or 8.9 per cent, as secre-
taries; and 10, or 8.1 per cent, as general office workers. 
Seven graduates were working as stenographers. The remain-
ing 27 per cent reported such occupations as clerk-typist, 
I. B. M. data-processing machines operator, medical secre-
tary, cashier, teller, audograph operator, payroll clerk, 
senior clerk, file clerk, and receptionist. The nine 
graduates who were not doing office work were employed as 
telephone operators or in electronic industries. 
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TABLE VI 
TITLES OF GRADUATES FIRST FULL-TII~ POSITIONS 
Number of Per Cent of 
Title of Position Graduates Returns 
Clerk 24 19.5 
Typist 18 14.5 
Bookkeeper 12 9.7 
Secretary 11 8.9 
General Office Worker 10 8.1 
Stenographer 7 5.6 
Telephone Operator 6 4.8 
I. B. M. Machine Operator 5 4.0 
Medical Secretary 5 4.0 
Clerk-typist 5 4.0 
Cashier 4 3.2 
Bank Teller 3 2.4 
Audograph Operator 3 2.4 
Payroll Clerk 2 1.6 
Senior Clerk 2 1.6 
File Clerk 2 1.6 
Receptionist 2 1.6 
Mounter 2 1.6 
Tester l .9 
Total 124 100.0 
TABLE VII 
TYPES OF BUSINESSES WHERE GRADUATES WERE EMPLOYED 
ON FIRST POSITIONS 
Number Per Cent of 
Type of Business Employed Returns 
Electronics 27 21.8 
Public Utilities 20 16.1 
Banking 16 12.9 
Retail and Wholesale 15 12 . 1 
· Insurance ll 8 .8 
Medical and Hospital 9 7.3 
Manufacturing 9 7.3 
Civil Service 6 4.8 
Real Estate and Finance 6 4.8 
Missiles 5 4.1 
Total 124 100.0 
The electronics industry ranked first as the chief 
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source of employment, according to Table VII, with 27, or 
21.8 per cent, of the graduates employed in it. The public 
utilities, the telephone and gas companies, ranked second, 
employing 20, or 16.1 per cent. Forty-two, or 33.7 per 
cent, were working in banks, insurance companies, and in 
retail and wholesale companies. Manufacturing , once the 
leading employer, hired only 9, or 7.3 per cent, of the 
graduates. 
TABLE VIII 
BEGINNING SALARIES OF BUSINESS EDUCATION GRADUATES 
Number Per Cent of 
Weekly Salary Reporting Returns 
Under $30 2 1.6 
$31 $35 12 9.7 
$36 
-
$40 24 19.4 
$41 
-
$45 35 28.2 
$46 
-
$50 25 20.1 
$51 
-
$55 9 7.3 
$56 
-
$60 5 4.0 
$61 
- $65 6 4.8 
$66 
-
$70 2 1.6 
$71 $75 3 2.4 
$76 - over 1 .9 
Total 124 100.0 
As shown in Table VIII, the wages of the graduates 
ranged from $30 to $76 and over. The minimum beginning 
salary was $30 and the maximum earning was in the $76 and 
over weekly range. Thirty-five, or 28.2 per cent, of the 
graduates received wages between $41 and $45, the median 
wage being $43 .92. The next two most frequently reported 
wage groups were the $36 to $40 group, and the $46 to $50 
group. 
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TABLE IX 
SALARY OF GRADUATES REPORTING WAGES AT TIME OF STUDY 
Weekly Salary Number Reporting 
Under $35 1 
$36 - $40 3 
$41 $45 7 
$46 $50 6 
$51 $55 18 
$56 $60 11 
$61 $65 12 
$66 
-
$70 6 
$71 $75 7 
$76 
-
$80 2 
$81 over 1 
Table IX shows the salary range of 74 graduates who had 
changed their positions . The lowest wage was in the $35 and 
under group, and the highest in the $81 and over group . The 
median for reported wages, $56 . 41, fell in the $56 to $60 
weekly range group . The higher wages, from $66 to $80, were 
paid by the electronics and missiles industries, with one 
exception; namely, a secretary received $85 in a wholesale 
company office. 
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TABLE X 
KINDS OF MANUAL TYPEWRITERS USED BY THE GRADUATES 
Number of Per Cent 
Kind Graduates of Total 
Royal 31 37.9 
Remington Rand 19 23.2 
Underwood 17 20.7 
Smith-Corona 15 18.2 
Total 82 100 .0 
Table X shows that the Royal manual typewriter was used 
by 31, or 37.9 per cent, of the graduates who reported using 
manual typewriters. The Remington Rand ranked second, with 
19 , or 23.2 per cent, of the graduates using this make. The 
Underwood was used by 17, or 20.7 per cent, and the Smith-
Corona, by 15, or 18.2 per cent, of the graduates. Of the 
119 respondents using typewriters, 68.8 per cent used manual 
typewriters, and 31.2 per cent used electric typewriters. 
TABLE XI 
KINDS OF ELECTRIC TYPEWRITERS USED BY THE GRADUATES 
Make 
I BM Typewriter 
Remington Rand 
Royal 
Underwood 
Smith-Corona 
Frequency 
23 
5 
3 
3 
3 
As shown in Table XI, the typewriter manufactured by 
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the International Business Machines Corporation was the most 
frequently electric typewriter used by the graduates respond-
ing to this question. Twenty-three reported having used 
this make. The Remington Rand was used by 5 graduates, and 
3 each reported using Royal, Underwood, and Smith-Corona 
electric machines. This item was included to determine to 
what extent electric typewriters were being used by office 
workers at this time. 
The typing duties performed by graduates on their first 
jobs is given in Table XII. 
TABLE XII 
TYPEWRITING DUTIES PERFORMED REGULARLY BY 
GRADUATES ON THEIR FIRST POSITION 
Duties 
Addressing envelopes 
Typing form letters 
Filling in printed forms 
Typing cards 
Typing stencils and/or master carbons 
Bills and invoices 
Statements 
Interoffice communications 
Mailing lists 
Statistical data 
Rough drafts 
Legal documents 
Typing checks 
Physical and medical reports 
Typing budget books 
Requisition forms 
Drafts and releases 
Typing from longhand 
Frequency 
75 
59 
46 
44 
39 
36 
33 
32 
25 
17 
14 
5 
4 
2 
2 
2 
2 
1 
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The respondents reported eighteen typing duties performed 
by them on their initial jobs and the order of frequency is 
noted in Table XII. 
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The highest ranking activity under typewriting duties 
was addressing envelopes. Next in rank, with a frequency 
of 59, was the typing of form letters. Forty-six reported 
that filling in printed forms was a regularly-performed 
duty. The table indicates that the next five ranking type-
writing activities were: typing cards, typing stencils 
and/or master carbons, making out bills and invoices, 
typing statements, and typing interoffice communications. 
The typing of mailing lists, statistical data, and typing 
from rough drafts were next in order. Only one reported 
that she had to type material copied from longhand. 
A one-year course in bookkeeping is included in the 
business education program at Saint Mary High School. A 
question regarding the bookkeeping duties of the graduates 
was included to ascertain the specific phases of bookkeep-
ing which should be stressed. 
The most frequently performed bookkeeping activities 
are listed in Table XIII. Posting, the most frequently 
performed duty, was carried out by 42 graduates. Handling 
petty cash and making out checks was reported by an equal 
number, 31. 
TABLE XIII 
SPECIFIC DUTIES PERFORMED IN BOOKKEEPING ACTIVITIES BY 
GRADUATES ON FIRST POSITIONS 
Activity 
Posting 
Handling petty cash 
Making out checks 
Handling cash receipts 
Handling cash payments 
Making bank deposits 
Journalizing 
Financial statements 
Keeping inventory records 
Preparing trial balance 
Making out payroll 
Preparing government reports 
Reconciling bank statement 
Approving travel expense reports 
Sales analysis reports 
Number 
Responding 
42 
31 
31 
30 
28 
26 
19 
18 
15 
12 
10 
8 
l 
l 
l 
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Table XIII also shows that thirty graduates reported 
handling cash receipts, and 28 handling cash payments. The 
next most frequently performed duties were as follows: 
making bank deposits, journalizing, preparing financial 
statements, keeping inventory records, and preparing a 
trial balance. 
30 
All business education graduates have a two-year course 
in shorthand. The next two questions on the data sheet were 
included to find out how many were using their shorthand and 
to find out how many were using machine dictation. 
TABLE XIV 
NUMBER OF GRADUATES USING SHORTHAND SKILL ON INITIAL JOB 
Using Number Per Cent of 
Shorthand Reporting Graduates 
Yes 36 32.3 
No 73 66.7 
No answer 2 1.0 
Total lll 100.0 
Of the lll respondents, Table XIV shows that only 36, 
or 32.3 per cent, used the shorthand on their first job. 
Two did not answer the question. Nineteen reported that 
they used it on subsequent jobs. Machine dictation was used 
by 13 on their first jobs, and lS reported that they used it 
in later positions. Approximately 66 per cent neither took 
shorthand nor transcribed from machine dictation. All but 
one reported that their shorthand speed was adequate to meet 
employer demands. 
TABLE XV 
FILING SYSTEMS USED BY GRADUATES 
IN FIRST POSITIONS 
System Frequency 
Alphabetic 80 
Numeric 55 
Subject 11 
Geographic 2 
Sound ex 1 
Of all the office activities analyzed in this study, 
the respondents indicated that filing was the duty most 
frequently performed. Table XV shows that there were five 
systems used in all. Eighty reported that they used the 
alphabetic system. Second to the alphabetic, was the 
numeric, used by 55. Filing according to subject matter 
ranked third, with 11 having used it. The geographic 
system was used by two, and the soundex by one. Several 
reported using two systems. 
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A question was included to provide the respondents an 
opportunity to list activities not included in the question-
naire. These duties, performed in their first positions, 
are tabulated in Table XVI. 
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According to Table XVI, the most frequently performed 
general office duty was filing, with 73 reporting this duty. 
Receptionist duties were the next most frequently performed 
by 27 of the graduates; and 26 reported that operating the 
switchboard was their most frequent duty. 
Duplicating work, either by mimeograph stencils, or 
master carbons, was engaged in by 39 of the graduates. 
Nineteen reported that they did messenger work. Operation 
of calculators, bookkeeping machines, cash registers, and 
copying machines was reported by 91 of the graduates. One 
girl reported that she was training other girls who were 
beginning as office workers. Table XVI reveals that the 
graduates do many types of jobs, and operate many different 
types of machines. 
TABLE XVI 
OFFICE DUTIES PERFORMED BY GRAD UATES ON FIRST JOBS 
Rank 
1 
2 
3 
4 
5 
6 
7 
g 
9 
10 
11 
12 
13 
14 
15 
16 
17 
lS 
19 
20 
21 
Duties 
Filing 
Receptionist 
Switchboard operator 
Duplicating 
Messenger work 
Operating comptometer 
Operating Friden calculator 
Mimeographing 
Operating Addressograph 
Operating Monroe calculator 
Posting machines 
Operating I . B. M. computers 
Copying machines 
Operating National Cash Register 
bookkeeping machine 
Operating adding machines 
Operating Marchant calculator 
Cash Register clerk 
Teletype operator 
Graphotype operator 
Checking credit applications 
Training other girls 
Frequency 
73 
27 
26 
23 
19 
17 
16 
16 
14 
g 
g 
7 
6 
6 
5 
4 
4 
2 
2 
2 
1 
33 
34 
TABLE XVII 
SUBJECTS OF MOST VALUE TO THE BUSINESS EDUCATION GRADUATES 
Subject Graduates Per Cent of 
Reporting Returns 
Typewriting 119 95 . 9 
Bookkeeping 78 62 . 9 
Shorthand 75 60 . 5 
English 74 59 . 0 
Filing 56 45 . 1 
Business English 40 32 . 2 
Mathematics/Arithmetic 16 12 . 9 
Ethics 10 8. 1 
French 7 5 . 6 
Spelling 7 5. 6 
Biology 3 2 . 4 
History 3 2 . 4 
Chemistry 1 . 9 
Penmanship 1 . 9 
As shown by Table XVII, 119, or 95 . 9 per cent , of the 
graduates reported that typewriting was the course taken in 
high school which proved to be of most value to them . 
Bookkeeping ranked second and shorthand, third . Seventy-four 
reported that their English courses were valuable to them. 
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The next most valuable subjects according to the gradu-
ates were filing and business English. Sixteen reported 
that mathematics and arithmetic were helpful to them. Ten 
stated that the code of ethics instilled in them proved 
beneficial. A few respondents reported that the following 
subjects were valuable to them: French, spelling, biology, 
history, chemistry, and penmanship. As can be seen by the 
table, the first three subjects listed are the three pre-
scribed courses in the business education program. The 
fourth ranking subject, English, is also a prescribed course. 
In addition to requesting the graduates to list the 
five subjects most valuable to them, the graduates were also 
asked to write down the names of any subjects which were not 
offered, or which they did not take, but which they now felt 
would have been of help to them. Table XVIII gives a summary 
of the respondents' answers. 
TABLE XVIII 
SUBJECTS WH ICH GRADUATES FELT WOULD HAVE BEEN HELPFUL 
HAD THEY TAKEN THEM 
Subject 
Office machines 
Filing 
Electric typewriting 
Bookkeeping II 
Public speaking 
Spelling 
Basic arithmetic 
Human relations 
Chemistry 
Latin 
Algebra 
Geography 
Frequency 
49 
6 
6 
6 
6 
4 
4 
2 
1 
1 
1 
1 
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According to Table XVIII, 49 graduates stated that they 
would have profited from a course in office machines. This 
represented almost fifty per cent of the respondents who 
answered this question. Filing, training on electric type-
writers, and a public-speaking course were the choices of 
six graduates each. Among the other courses desired, the 
respondents listed spelling, basic arithmetic, and a course 
in human relations to aid them in dealing with people. 
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Sixty-two took advantage of the opportunity to offer 
comments or suggestions for the improvement of the business 
education program at Saint Mary High School. It was grati-
fying to read in the replies that so many were satisfied and 
had profited from their training. 
The following were some of the more interesting comments 
which the graduates suggested should be passed on to future 
students: 
1. Aside from my education, what really helped 
me the most was the discipline I received. 
2. A dictionary can be the difference between 
a grumpy or a happy boss. 
3. Looking back upon my past business experience, 
the most important point I find is the atti-
tude towards one's work and one's employers. 
In my first position, I made myself a very 
unhappy girl by looking down on the work and 
not appreciating it as I should have. Some-
thing interesting can be found in any work. 
4. I think the importance of common sense can't 
be stressed too much. So many girls seemed to 
know a lot about typing, shorthand, etc., but 
couldn't seem to apply their knowledge. 
The suggestions made by the graduates for the improve-
ment of the business education course were: 
1. Include a good program of personality development, 
stressing appearance, poise, and manners. 
2. A public-speaking course should be inaugurated to 
help those who converse with people over the telephone, or 
who come in contact with people as in receptionist work. 
3. The school should have more electric typewriters. 
4. Install business machines for an office machines 
course. 
5. More English vocabulary should be covered; some 
medical, legal, and other professional terminology might 
be helpful. 
6. In the business English course, stress should be 
placed on composing business letters. Spelling and punctua-
tion should be emphasized in this course, also. 
These represent a summary of the suggestions made by 
the respondents in answer to the last question on the data 
sheet. 
Chapter V contains a summary of the findings and recom-
mendations based on the analysis and interpretation of the 
data in this Chapter. 
CHAPTER V 
SUMMARY OF FINDINGS AND RECOMMENDATIONS 
The purpose of this investigation was to make a survey 
of the business experiences of the 1956-1959 business educa-
tion graduates of Saint Mary High School to obtain information 
which would be helpful in improving the business education 
program. 
The subordinate problems involved in this study were 
the following: 
1. To determine the number of graduates who 
received education beyond high school 
2. To ascertain the sources through which the 
graduates obtained their first jobs 
3. To determine the nature of their positions 
4. To discover what type of test the graduates 
took to secure their first jobs 
5. To determine the specific duties performed in 
their typing, stenographic, and bookkeeping 
positions 
6. To find out how many were using electric 
typewriters 
7. To discover the number who used shorthand in 
their first jobs 
8. To discover the subjects which proved to be of 
most benefit to the graduates 
9. To ascertain from the graduates' recommendations, 
the improvements that would be helpful in a 
curriculum revision 
A questionnaire was prepared and sent to 178 business 
education graduates of the 1956 - 1959 classes. Replies 
were received from 138 graduates, and of these, 124, or 69 
per cent, were usable returns. 
Some of the important findings in this survey are 
summarized below: 
1. High school education was terminal for 114, or 
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83 per cent, of the graduates; 24, or 17 per cent, of the 
graduates sought post high school education in six different 
schools. It was noted that 14 continued in the field of 
business education. 
2 . Forty-four, or 35 per cent, of the graduates were 
placed in their initial positions by the business department 
of the high school; 37, or 29 per cent, secured their 
positions through their own efforts; and relatives or 
friends helped 26 , or 21 per cent, to find initial employ-
ment. Employment agencies, newspaper advertisements, and 
civil service accounted for the placement of the remaining 
15 per cent of the graduates. 
3. Of the 124 graduates, 116 , or 92 per cent, were 
working in t he following types of positions: 24 were 
employed as clerks, 18 as typists, 12 as bookkeepers, 
11 as secretaries, 10 as general office workers, and 34, 
as tellers, payroll clerks, receptionists, and machine 
operators. 
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4. Sixty-nine of the graduates reported that they were 
not required to take employment tests. Typewriting tests 
were administered to 31 and intelligence tests to 29 of the 
graduates. Several were required to take more than one 
test. A few were required to take the following tests: 
General clerical, transcription, aptitude and skill, per-
sonality, and bookkeeping. 
5. In reporting the typewriting duties performed most 
frequently, the graduates listed the following: Addressing 
envelopes, typing form letters and cards, filling in printed 
forms, and typing masters and stencils. 
Posting was the activity most frequently performed by 
those engaged in bookkeeping activities, with 42 graduates 
reporting this duty. Handling petty cash and making out 
checks was the most important duty, as reported by 31 of 
the respondents for each of these duties. The following 
were the next most frequently performed activities: 
Handling cash receipts and cash payments, making bank 
deposits, journalizing, preparing financial statements, 
keeping inventory records, preparing trial balances, and 
making out payrolls. 
The survey revealed that the office activity most com-
monly performed was filing. The alphabetic system was used 
more frequently than the numeric, subject, geographic, and 
Soundex filing systems which some reported using. 
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6. Manual typewriters were used by 82, or 69 per cent, 
of the 119 graduates who reported using typewriters. Electric 
typewriters were used by 37, or 31 per cent, of the graduates. 
7. Although 60 per cent of the graduates reported that 
they felt that shorthand was valuable to them, only 29 per 
cent reported that they used it on their first job. All but 
one reported that their shorthand sp~ed was adequate to meet 
the needs of their employers. Ten per cent reported using 
machine dictation. 
8. Ninety-five per cent of the graduates reported that 
typewriting was the subject most valuable to them. Book-
keeping and shorthand ranked second and third respectively. 
English, filing, and business English were the next three 
most valuable subjects. 
9 . Forty-nine graduates felt that an office-machines 
course would be a valuable and useful course to add to the 
curriculum. Other suggestions included: Six graduates 
requested a regular filing course; another group of 6 sug-
gested a two-year bookkeeping course; another group of 6, 
the installation of electric typewriters; and a public-
speaking course was the suggestion of 6 more. 
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Recommendations 
The findings of this study were based on the opinions 
and experiences of the graduates only, and does not include 
the opinions of teachers, parents or businessmen. 
The following recommendations are made on the basis of 
the interpretation and analysis of the data of this study: 
l. Because education is terminal for 83 per cent of 
the business education graduates, an attempt should be made 
to develop a more effective vocational program. 
2. Since over one-third of the graduates are using 
electric typewriters, an effort should be made to install 
machines to provide instruction on electric typewriters. 
3. Instruction on transcribing machines should form 
part of the course in transcription, as the number using 
machines for dictation is increasing. 
4. A course in office machines should be introduced 
to provide minimum requirements on duplicators, mimeographs, 
and calculators. 
5. Consideration should be given to placing greater 
emphasis on personality development, stressing appearance, 
poise, business ethics, and general conduct. 
6. A public-speaking course should be made available 
to enable those who plan to enter office occupations to 
converse with people more effectively. 
44 
7. In the business English course, more stress should 
be placed on composing letters, spell ing, and punctuation. 
8. In the bookkeeping area, more instruction should 
be given in the preparation of government reports. 
Some regular plan of follow-up study should be adopted 
to enable the school to keep in close contact with the 
demands of business through the experiences of its business 
education graduates. 
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APPENDIX 
APPENDIX A 
Dear Graduate: 
The purpose of this letter is to ask you to take 
part in a project which we hope will aid us in keeping 
our standards up to the requirements necessary for the 
employability of future graduates. 
Because you are, or have been, employed in business, 
we believe you can now give us helpful information re-
garding the type of work being done in the different 
organizations in the greater Lawrence area. 
Any information which you submit on the enclosed 
check list will be held in strict confidence. The 
findings will be listed in tabulated form only, and 
no names will be shown. We hope you will be sincere 
and frank in your answers and opinions, so that future 
graduates will benefit from your experience and thus 
be able to meet the demands set by businessmen. 
A self-addressed, stamped envelope is enclosed 
for your convenience in returning this information to 
me before May 9, 1960. 
Your cooperation will be gratefully appreciated. 
Sincerely yours, 
Enclosures - 2 
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SURVEY OF THE 1956 - 1959 BUSINESS GRADUATES OF SAINT MARY HIGH SCHOOL 
LAWRENCE, MASSACHUSETTS 
Class 47 Graduate Name ____ ~~--~--------(first) 
Marriage Name (if married) 
(Last) -------
Address 
------------------------------------------------
1. Please list any further training you have received, or are re-
ceiving, since graduation from high school: 
Dates Degree, 
School Attended Attended Program Diploma or 
Certificate 
2. Please list in chronological order the places in which you have 
worked, starting with your first position: 
3. 
4. 
Title of Dates of . Salary, 
Company Name Position Employment per week 
ex: Law. Gas & Electric Typist 6/54-7/55 $41.00 
Please indicate by a check the 
first position: 
l. High School 
2. Relative or Friend 
----3. Civil Service Exam. 
4. Employment Agency 
If you took any tests in order 
please check the type of test: 
1. Intelligence Test 
----2. Shorthand Test 
----3. General Clerical Test 
4. Typing Test 
means by which you secured your 
5. Newspaper Advertisement 
----6. Personal Application 
~7. Other: 
to secure your first position, 
5. No Test 
--6. Others: Specify 
5. Please check the kind of typewriter you use: 
____ electric; ____ manual 
6. Check the trade name 
your work: 
1 . Royal 
--2. Underwood 
--3. Remington 
of the typewriter used in connection with 
Rand 
4 . I. B. M. 
--5. Smith-Corona 
===:6. Other: specify 
7. Check Typing duties regularly performed by you on your first job: 
Typing of: 
1 . form letters 
--2. envelopes 
--3 . fill-in forms 
--4. statements 
---5 . bills and invoices 
--6. rough drafts 
--7. statistical data 
--g. tabulated material 
9. stencils or master carbons 
----10. interoffice communications 
----11. mailing lists 
--12 . cards 
13 . others: specify 
8. Check bookkeeping duties performed by you on your first job: 
1. 
---2. 
-3. 
--4. 
-5. 
-6. 
-7. 
--8. 
9. 
journalizing 
posting 
financial statements 
making out payroll 
handling petty cash 
making bank deposits 
handling cash receipts 
handling cash payments 
making out checks 
10. 
--11. 
--12. 
13 . 
preparing trial balance 
keeping inventory records 
preparing government reports 
others: specify 
9. Did you use shorthand on your first job? YES __ NO ___ _ 
If the answer is YES, was your shorthand 
speed adequate to meet the employer's 
demands? YES ___ _ 
If you did not use shorthand on first job, 
have you used it in any subsequent 
positions? YES ___ _ 
NO __ _ 
NO __ _ 
10 . Did you transcribe from machine dictation on your first job? 
11 . 
Have you used it in other jobs? 
Check the type of filing system(s) 
YES NO __ 
YES NO 
--- ---
1 . alphabetic 
---2 . geographic 
used by you in first job: 
5. subject 
---6. automatic 
-3. numeric _____ 7. other: specify 
4. soundex 
12. Check duties (other than those already listed) which you 
performed on first job after graduation from high school: 49 
____ 1. Operating Comptometer ____ 9. Messenger work 
____ 2. Operating Monroe calculator ____ 10. Receptionist 
____ 3. Operating Marchant " ____ 11. Filing 
4. Operating Friden " 12. Others: specify: 
===:5. Operating Addressograph ----
6. Switchboard operator 
----7. Mimeographing or 
----8. Duplicating 
13. List in the order of importance the five subjects taken in high 
school which have been of most value to you in your work: 
1. 
2. 
3. 
4. 
5. 
14. Please list any subjects which were not offered, or which you did 
not take in high school, for which you have since felt a need: 
15. Do you have, as a result of your experience, any comments or 
suggestions which you feel would be beneficial in improving 
our business program? Please list them below. 
Thank you for your cooperation. 
APPENDIX C 
Dear Graduate, 
About two months ago, I mailed to the girls in 
the classes of the years 1956, 1957, 195S , and 1959, 
who took the Business Course in high school, a copy of 
t he questionnaire which you find enclosed. Perhaps 
you mislaid yours, or felt that you had nothing to say 
on it, or just put it aside for another day. May I 
count on you to fill this out NOW and send it back by 
return mail . Even if you just stay home, or if you 
are attending school , it will still help. It will 
mean much to me, a proof that you want to help others 
and are still loyal and desirous of being cooperative 
with your alma mater and its teachers. 
The questionnaire is part of a study I am doing. 
No names will be used in the final report . The infor-
mation you give will be recorded in statistical form 
only. Possibly, the results may be used to help us 
acqui re needed machines and equipment to help future 
students . 
Check through the questionnaire now and mail it. 
Your cooperation will be gratefully appreciated . 
Check list 
Envelope 
Sincerely, 
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